Leave/Overtime Requests
For Employees

This presentation covers the following:

Leave/Overtime Request Basic Information
Creating a Leave/Overtime Request
o Leave Reqguest
o Overtime Request
Viewing a Leave/Overtime Request
Accessing an Archived Leave/Overtime Request

Note: each agenda item is linked to its position within the presentation.
If you would like to skip ahead or review a specific action, click on the
links above.
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Leave/Overtime Request:
Basic Information

This presentation applies only to agencies that have signed up to
use the Leave/Overtime Request feature.

It is best to submit only one request per pay period. The request can
be edited as many times as needed until it is submitted for payroll.

Your approver will receive an e-mail notification when you submit
your leave/overtime request letting them know that a request is
awaiting their action.

Your time sheet cannot be submitted unless all leave/overtime
requests have been approved. Your supervisor will receive an e-
mail message stating that their immediate action is required every
time you attempt to submit your time sheet while there is a
leave/overtime request awaiting approval.

Leave balances on the time sheet and leave/overtime request will
only be accurate as of the last payroll processed.
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Leave/Overtime Request:
Logging On

STATE OF

IDAHO

Brandon D Woolf
Office of the State Controller

Accounting

B " 2 LLF LIS A
HOME  Logon Help Desks About Us Contact Search

Payroll

Computer Services To log on, click one of the
Training logon buttons to bring up
Public Information the |Og on screen.

Board of Examiners

SSA 218 Agreement

lications About the Office

Contact Information
Duties of the State Controller

Controller's Welcome Ap
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Online

Office of the State Controller

700 W. State St more efficient and effective Logon Employment
P.O. Box 83720 working government... e History
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National Boards & Committees
State Boards & Committees
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Leave/Overtime Requests:
Creating a Leave Request

Application Selection Menu

You will only be able to access those applications you have been authorized to use.
If you do not have authorization to enter an application that you wish to,
contact your agency security administrator.

Change Password Log OTf Change Question/Answer

Welcome:

Declare State Surplus Property
Board of Examiners Idaht Emplovee Time Entry System

Declare State Surplus Property Online Reporting

Emplovee Self Service Agency Financial and Pavroll Reports

Medical and Dental Enrollment, FSA Direct Deposit, Pa}g Stubs

Address, Deductions Employee Pay Stubs

Form W-2 Statewide Accounting System
Emplovee Form W-2 Adjustments, Budgetary, Cash Receipts, P-Card,
GAAP Closing Packages Pavment Services, Req-PO, Travel

Agency FYE Accrual Entries for the Reimbursement, Vendor Maintenance,

State Comprehensive Annual Financial Report “Wendor Remittance

IBIS

Idaho Business Intellicence Svstem

Once you have logged on to the SCO Web site, you will be directed to the
Application Selection Menu. Click on ‘I-TIME’ to get started.
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Leave/Overtime Requests:
Creating a Leave Reguest

. 071972013
" T'I ITI e Savel] |Submit] |Comments| |Reset

Topl |Bottom| |l eave Balances| Week Onel [Week Twol |Overrides| | Status!

Welcome: Yoshiko

Cost Accounting
« Enter Time

070713 - 07720/ - Pay Period: 07072013 to 072072013 Pay Date: 080212013
0707413 - 07/20/13 Employee Name: YOSHIKO UCHIDA Pay Location: 2027
07f2113 - 08/0313 Position: 0252 TEL Name: HUMAM RESOURCES

08/04/13 - 0BA1713
08/18M13 - 08/3113
0901113 - 091413 |Le

FINANCIAL SPECIALIST

e Balances

a9/1a/13 - 09728713 Create Leave/Overtime Request |
09729713 - 10712713 Leave Balances as of 07/06/2013 (accurate for current timesheet - will change with each payroll
10/1313 - 10/26/13 processed)

1012713 - 1109413 : : : : .

11410413 - 11723413 SIC: 149 VAC: 706 RHH: 0O COMP: 0O QOCH: 0

11724113 - 1200713

12/08/13 - 12/2113

1222113 - 01104114 [Wedk One

01/05/14 - 01/18/14

01/19/14 - 02/01/14 _ : L

02/02/14 - 02/15/14 Using the drop-down box in the navigation area, select

o e the pay period you would like to create a leave/overtime
03/16/14 - 03/29/14 request for.

TRy Note: if no pay period is selected, the request will default
04/27/14 - 05/10/14 to the current pay period.
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Leave/Overtime Requests:
Creating a Leave Reguest

. 071972013
" T] m e Savel] |Submit] |Comments| |Reset

Topl |Bottom| |l eave Balances| Week Onel [Week Twol |Overrides| | Status!

Welcome: Yoshiko

Cost Accounting
« Enter Time
7073 - 07200 - Pay Period: 07072013 to 072072013 Pay Date: 080212013
Employee Name: YOSHIKO UCHIDA Pay Location: 2027
Position: 0252 TEL Name: HUMAN RESQURCES

» View/Print Reports

FINANCIAL SPECIALIST

s Applications Menu gt Balances

Leave-Balan

=k accurate for current timesheet - will change with each payroll
processed)
SIC: 149 VAC: 706 RHH: D COMP: O OCH: O
" =k Ora Click on the ‘Create Leave/Overtime Request’ link
located above the employee leave balances.
* =] 0.0
~ = 0.0
- =l 0.0
= 0.0
Totals:

® Wwww.sco.idaho.gov, revised 7/26/13
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Leave/Overtime Requests:
Creating a Leave Reguest

Leave/Overtime Request

Save Submit Cancel
Employee Name: YOSHIKO Y UCHIDA
Pay Period: 07/07/2013  to 07/20/2013
Leave Balances as of 07/06/2013 (accurate for current timesheet - will change with each payroll
processed)
SIC: 14.9 VAC: 70.6 RHH: 0 COMP: 0 OCH: 0

4 e Leave Request @ Overtime Request

From this point, either a leave request or an overtime request can be
Week 1 created. Select ‘Leave Request. Once ‘Leave Request’ is selected, a
oerete. | e e e ‘Time Off Requested’ section will appear.
Week 2
Select to Select to Time Sun Mon Tue Wed Thu Fri Sat Total
Delete Edit Code 077142013 | 071152013 | 0741652013 | 07472013 | 0741872013 07192013 | 07202013

Timestamp Audit Trail
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Leave/Overtime Requests:
Creating a Leave Reguest

Leave/Overtime Request

Save Submit Cancel
Employee Name: YOSHIKO Y UCHIDA
Pay Period: 07/07/2013  to 07/20/2013
Leave Balances as of 07/06/2013 (accurate for current timesheet - will change with each payroll

processed)

WAC: T0.6 RHH: 0 COMP: 0

Time Off Requested

Add Hrs Dates Time Range
(mm/ddiyyyy)

Time Code From Date To Date Start Time End Time
- am : B

cludes Lunches T 15hr 1 he O 12 hr @ No

Week 1

Seiectte | s===t] The following fields must be completed in the "Time Off Requested’ | =~ ™=
section: Time Code, From and To Date, Start and End Time and

Week 2 Includes Lunches. See the next slide for more information on filling

Selectto | Select out these fields. Total

Delete Edit 13

NOTE: Includes Lunches will default to ‘No’ if a lunch period is not

— selected. _

® www.sco.idaho.gov, revised 7/26/13 o8




Leave/Overtime Requests:
Creating a Leave Reguest

Time Off Requested

Add Hrs Dates Time Range
(mm/ddiyyyy)
Time Code From Date To Date Start Time End Time
e ':'EIITI':'I}ITI ':'am':'p-m
Includes Lunches T 15h 1 O 1v2hr @ Ho
March 2012 . . Select a Time X
<< |<| PAnt > [ >> Time Code: select atime gode from the drop 12:00 1245 1230 12:45
— =~ = = | down box. The available time codes are 1:00 1:15 1:30 1:45
determined by your agency. = e == s
Sun Mon Tue Wed Thu Fri |Sat . . . . : .
., [ |Dates: The date can be typed directly into P S
=SS the boxes; or clicking on the ‘From Date’ and =.00 S5 =.30 S.as
4 5 & 7 B 82 10 /f“To Date’ will bring up a calendar from which 00 &15 630 64S
11 12 13 1& 15 16 |17 | the dates can be selected. 700 75 780 743
18 19 20 21 22 23 24 || Time Range: time can be typed directly into SO
25 26 27 28 29 30 31 | the boxes; or clicking on the ‘Start Time’ and 10:00 10015 10:30 10045
‘End Time’ links will open a time selection 11:00  11:45  11:30  11:45
box. Time will be in 15 minute increments.
Lunch: select if the time includes a lunch
period.

® www.sco.idaho.gov, revised 7/26/13 ®9



Leave/Overtime Requests:

Creating a Leave Reguest
equested :mm[;:;?:m} S—

Time Code From Date To Date Start Time End Time
VAC = 07/08/2013 07/10/2013 08:00 @ am @ pm |05:00 ® am @ pm

Includes Lunches ' 1.5hr @ 1 b 12 hr ) No

Once the required fields have been completed, click ‘Add
Hours’ to populate the time sheet below.

Week 1
S5elect to Selectto Time Code Sun Man Tue Wed Thu Fri Sat Total
Delete Edit 070772013 | 07/08/2013 | 077092013 | 0711072013 | O7A11/20013 | 07112720013 | 07113/2013
Week 2
Select to Select to Time Sun Meon Tue Wed Thu Fri Sat Total

Delete Edit Code | 07/14/2013 | 07115/2013 | 09162013 | O7A17/2013 | 07A18/2013 | 0711972013 | 07/20/2013

Employee Comments Approver Comments

-

® www.sco.idaho.gov, revised 7/26/13 ®10



Leave/Overtime Requests:
Creating a Leave Reguest

Time Off Requested

AddHrs Dates Time Range
(mm/ddiyyyy)
Time Code EFrom Date To Date Start Time End Time
- ':'am':'pm ':'sm':'pm

Includes Lunches ' 15nr 0 ahr 2 hr @ no

The requested leave will display in Week 1 or
Week 2 of the time sheet. Once the request is
submitted, an email will be sent to the
approver with the summary information
displayed in the center area.

VAC 07/08/2013-07/10/2013 08:00 am - 05:00 pm Lunch=1

Week 1
Select to Selectto | Time Code Sun Mon Tue Wed Thu Fri Sat Total
Delete Edit 07/07/2013 | 0770872013 | 077092013 | 0741102013 | O7A12003 | 0722013 | 07A1342013
[ = WAL 8.0 8.0 8.0 24
Week 2
Select to Select to Time: Sun Mon Tue Wed Thu Fri Sat Total
Delete Edit Code 071142013 | 0711552013 | 0711620013 | 07172013 | O7A82013 07192013 | 07202013

Employee Comments Approver Comments

-~
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Leave/Overtime Requests:
Creating a Leave Reguest

Time Off Requested

Add Hrs Dates Time Range
' (mm/ddiyyyy)
Time Code From Date To Date Stad Time End Time

-

Includes Lunches ) 15ne 0 ane ) 2

':'EITI':'PITI ':'EITI':'P'ITI

=TT

VAC 07/08/2013-07/10/2013 08:00 am

A request can be edited as many times as needed. To edit the
time in Week 1 or Week 2, click on ‘Select to Edit’. To delete the
time in specific week, click ‘Select to Delete’.

Note: please only use one leave request per pay period.
Submitting multiple requests can delay the approval process.

Week 1
Select to Selectte |Time Code Sun
Delete Edit 07072013
Wee
Select to Select to Time Sun
Delete Edit Code 0741452013

Mon Tue Wed Thu Fri Sat Total
07/08/2013 | 07/09/2013 | 071102013 | 071172013 | 0711272013 | 07413/2013

[==]
[=]
[==]
[=]
[==]
=]
Fud
I

Mon Tue Wed Thu Fri Sat Total
07152013 | 071162013 | 07772013 | 0711872013 07192013 | 07.20/.2013

Employee Comments

® www.sco.idaho.gov, revised 7/26/13

Approver Comments
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Leave/Overtime Requests:
Creating a Leave Reguest

Week 1

Select to | Select to Time Sun Mon Tue

Delete Edit Code | 07/07/2013 |07/08/2013 | 07/08/2013

F [ | vAC 8.0 8.0
Week 2
Select to | Selectto | Time Sun Mean Tue

Delete Edit Code | 07/14/2013 | 07/15/2013 | 07/16/2013

07/10:2013 | 071172013 | 09112720013 | 071372013

[==]

[

07172013 | 0718203 | 0715/2013 | 0772002013

ployee Comments

—

Timestamp Audit Trail

7119/2013 9:52:16 AM YO SHIKO UCHIDA-140 - Created and Saved

Approver Comments

Employee Comments can be made at the bottom of the request.
Approver Comments can be viewed once the form has been sent to the approver (if the approver

adds comments).

The Audit Trail documents each action taken on the request.
The Timestamp area documents when an action was taken and by whom.
Note: most agencies prefer that employee comments be submitted with any leave request.

® Wwww.sco.idaho.gov, revised 7/26/13
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Leave/Overtime Requests:
Creating a Leave Reguest

Leave/Overtime Request

Save Submit Cancel
Employee Name: YOSHIKO Y UCHIDA
Pay Period: 0772172013 to 08/03/2013
Leave Balances as of 07/06/2013 (accurate for current timesheet - will change with each payroll
processed)
SIC: 14.9 VAC: 70.6 RHH: © COMP: 0 OCH: 0

Once the request form has been completed, select one of the following options
from the top of the page:

Save: will save all changes made to the leave/overtime request form in a draft
status to allow edits or additions at a later time. Selecting ‘Save’ will not send an e-
mail notification to the approver.

Submit: will save all changes made to the leave/overtime request and send an e-
mail notification to the approver for review.

Cancel: will cancel out of the leave/overtime request without saving the changes.

® www.sco.idaho.gov, revised 7/26/13 e14



Leave/Overtime Requests:
Creating an Overtime Request

. 071972013
#‘ T] m e Savel] |Submit] |Comments| |Reset

Topl |Bottom| |l eave Balances| Week Onel [Week Twol |Overrides| | Status!

Welcome: Yoshiko

) Cost Accounting
s Enter Time
070713 - 077201 ~ Pay Period: 07/07/2013 to 07/20/2013 Pay Date: 08/02/2013

0707413 - 07720/13 Employee Name: YOSHIKO UCHIDA Pay Location: 2027

07f2113 - 08/0313 Position: 0252 TEL Name: HUMAN RESQURCES
08/04/13 - 08/17/13 FINANCIAL SPECIALIST

08/18/13 - 08/31/13
090113 - 091413  |Leavd Balance
09/15/13 - 09/28/13
09/29/13 - 10/12/13
10/13/13 - 10/26/13
10/27/13 - 11709113
11110113 - 11723113
11724113 - 12007113
12/08/13 - 12721113
1222113 - 0110414 |Week Dne
01/05/14 - D1/18/14
01/19/14 - 02/01/14 . . :
02/02/14 - 02/115/14 Select the pay period you would like to create a leave/overtime
ggj&gﬂjg%g}: request for by using the drop-down box in the left navigation
03/16/14 - 03/29/14 frame. Then click on ‘Create Leave/Overtime Request'.
gjﬁgﬂjgjﬁg}j Note: if no pay period is selected, the request will default to the
04/27/14 - 05/10/14 current pay period.

05/11/14 - 05724114

are=H (accurate for current timesheet - will change with each payroll
processed)
SIC: 149 VAC: 706 RHH: O COMP: O OCH: O

- DB/07 /14

® Wwww.sco.idaho.gov, revised 7/26/13 ®15



Leave/Overtime Requests:
Creating an Overtime Request

Leave/Overtime Request

Save Submit Cancel
Employee Name: YOSHIKOY UCHIDA
Pay Period: 07/21/2013  to 08/03/2013
Leave Balances as of 07/06/2013 (accurate for current timesheet - will change with each payroll
processed)
SIC: 149 WVAC: 70.6 RHH: 0 COMP: 0 OCH: 0

@ Leave Requesl @ Overtime Request

Select ‘Overtime Request’ to create an overtime request.

Week 1
Select to Select to | Time Code Sun Mon Tue Wed Thu Fri Sat Total
Delete Edit 07/21/2013 | 07722203 | 0772352013 | 0772452013 | 0772672013 | 0742672013 | 0772723
Week 2
Select to Select to Time: Sun Mon Tue Wed Thu Fri Sat Total
Delete Edit Code 077282013 | 077292013 | 07/30/2013 | 074312013 | 080172013 08/02/2013 | 080372013
Employee Comments Approver Comments

-

Timestamp Audit Trail
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Leave/Overtime Requests:
Creating an Overtime Request

Leave/Overtime Request

Save Submit Cancel
Employee Name: YQSHIKO Y UCHIDA
Pay Period: 07/21j2013  to 08/03/2013
Leave Balances as of 07/06/2013 (accurate for current timesheet - will change with each payroll
processed)
SIC: 14.9 AT 10.0 RHH: U OCH: 0

Overtime Worked
Add Hrs Dates Time Range
(mm/ddlyyyy)
From Date To Date Start Time End Time

072723 07272013 0&:00 @ am ) pm | 04:00

) am @ pm

Filling out an overtime request is similar to filling out a leave request except time codes and lunch hour
options are not available on an overtime request. Fill in the dates and times for the request and click
on ‘Add Hrs'.

Note: since you cannot include your lunch hour in the request, you will need to subtract any
break/meal times taken from the total time of the request. For example, if you worked from 8am to 5pm
on a Saturday but took a hour lunch, enter your time worked as 8am to 4pm to account for the hour
lunch.

® Wwww.sco.idaho.gov, revised 7/26/13 e17



Leave/Overtime Requests:
Creating an Overtime Request

Overtime Worked
Add Hrs Dates Time Range
(mmiddiyyyy)
From Date To Date Start Time End Time

XXX will default as the time code and the
hours will appear in Week 1 or Week 2 of the
time sheet. Once the request is submitted,
an e-mail notification will be sent to the
approver with the summary information

HXX07/27/2013-07/27/2015 08:00 am - 04:00 pm

Week 1 displayed in the center area.
Selectto | Selectto |Time Code Sun Mon Tue Wed Thu Fri S5at Total
Delete Edit 07/21/203 | 072272013 | 0772372013 | 077242013 | 07/25/°2013 | 0772672013 | O7/27/20N3
] | o 2.0 8
Week 2
Select to S5elect to Time Sun Maon Tue Wed Thu Fri S5at Total

Delete Edit Code | 07/28/2013 | 07/29%2013 | 0773072013 | 07/31/2013 | 080172013 | 08/02/2013 | 0B/03/2013

Employee Comments Approver Comments

Came in on Saturday and worked 8 hours =
of overtime on project XXXEBE8E

® www.sco.idaho.gov, revised 7/26/13 e18



Leave/Overtime Requests:
Creating an Overtime Request

Leave/Overtime Request

Save Submit Cancel
Employee Name: YOSHIKO Y UCHIDA
Pay Period: 0772172013 to 08/03/2013
Leave Balances as of 07/06/2013 (accurate for current timesheet - will change with each payroll
processed)
SIC: 14.9 VAC: 70.6 RHH: © COMP: 0 OCH: 0

Once the form has been created, select one of the following options from the top
of the form:

Save: will save all changes made to the leave/overtime request in a draft status
to allow edits or additions at a later time. Selecting ‘Save’ will not send an e-
mail notification to the approver.

Submit: will save all changes made to the leave/overtime request and send an
e-mail notification to the approver for review.

Cancel: will cancel out of the leave/overtime request without saving the
changes.

® Wwww.sco.idaho.gov, revised 7/26/13 ®19



Leave/Overtime Requests:
Viewing a Request

. 07192013
" T] m E‘ Savel] |Submit] |Comments| |Reset

[Top| [Bottom| ||l eave Balances| |[Week One| Week Twol [Overrides| | Status|

Welcome: Yoshiko

+ Enter Time

070713 - 072011 -

Cost Accounting

Pay Period: 070712013 to 072002013 Pay Date: 080212013
Employee Name: YOSHIKO UCHIDA Pay Location: 2027
i Position: 0252 TEL Name: HUMAM RESOURCES
= View/Print Reports

FINANCIAL SPECIALIST

+ Applications Menu eave Balances

+ Log Off

Leave Balances as of 07/06/2013 (accurate ToOrewssatiimeoches ange with each payroll

processed)
SIC: 149 VAC: 706 RHH: O COMP: O QCH: 0
Week One . .
SCO Notice Once your leave/overtime request has been saved or submitted, you

will be able to view, edit or delete your request by clicking on the
‘View Leave/Overtime Requests’ link.

)
- = 0.0
- = 0.0

Totals:

® Wwww.sco.idaho.gov, revised 7/26/13 20



Leave/Overtime Requests:
Vlewmg a Request

-- GERALD FORD-140, JIMMY CARTER-140, GERALD FORD-140
3 200 PM LUNCH=1

To open an individual
request, click on the

2013 08:00 AM - 10:00 AM LUNCH=MN .
color coded status link.

Note: leave requests are color-coded according to status. An e-mail notification is generated to the
employee when the leave/overtime request is approved, deleted or denied by the approver.

® www.sco.idaho.gov, revised 7/26/13 021



Leave/Overtime Requests:
Viewing a Request

Leave/Overtime Request

Employee Name:
Pay Period:

Cancel Delete

YOSHIKO Y UCHIDA
09/0172013 to 0971472013

Leave Balances as of 07/06/2013 (accurate for current timesheet - will change with each payroll

processed)
SIC: 14.9

WVAC: T0.6 RHH: 0 COMP: 0 OCH: 0

Leave Summary

SIC 09/13/2013-09/13/2

Once a leave/overtime request has been opened, the options of edit,
cancel and delete are displayed. If edit is chosen, the request will need
to go back through the appropriate approval processes when re-
submitted.

Note: a leave/overtime request can be edited by the employee until the
time sheet has been reviewed or approved for payroll.

Week 1
Time Code Sun
09/01/2013
0.0
Week 2
Time Code Sun
09/08/20413
Sic
0.0

09/08/2013

Mon Wed

08/11:2013

Tue
09/10/2043

Thu Fri
09/12/2043 09/13/2013

Sat
09/14/2013

Total

3.0
0.0 0.0 0.0 0.0 3.0 0.0 3.0

® Wwww.sco.idaho.gov, revised 7/26/13




Leave/Overtime Requests:
Submitting Time

Topl| |Bottom

$ET1ime

@ Submit failed! Your timesheet cannot be submitted because you have unapproved
leave/overtime requests.
An email has been sent to the appropriate approvers.
There has been an error processing your request.
Please contact your Central Payroll Officer (CPO) for help.

Note: upon submission of the time sheet, the above error message will display if any leave/overtime
request(s) have not been approved. An e-mail message will be automatically sent to the approver

stating that their immediate action is required.

® www.sco.idaho.gov, revised 7/26/13 ®23



Leave/Overtime Requests:
Submitting Time

[Top| IBottom

JETIme

@ Submit failed! The time on your time sheet does not reconcile with your approved leave
requests. If you have unapproved leave requests an email has been sent to the appropriate
approvers. If your leave requests are all approved you will need to edit the time sheet and correct
the problem.

There has been an error processing your request.

Please contact your Central Payroll Officer (CPO) for help.

Note: if the time sheet does not reconcile with the leave request(s), the above error message will
display when the time sheet is submitted. When reconciling the time sheet to the leave request, the
system compares dates, hours and time codes. Overtime requests reconcile dates, hours and time

codes with the time sheet.

® Wwww.sco.idaho.gov, revised 7/26/13 e 24



Leave/Overtime Requests:
Submitting Time

Save| | Submit] [Comments| |Reset

‘. Ti me 0792013

[Top| |Bottom] |Leave Balances| [Week One| [Week Twol |Overrides| | Status|

Welcome: Yoshiko
» Enter Time
0707413 - 077220 -

Cost Accounting

Pay Period: 0770772013 to 0772072013 Pay Date: 080272013
Employee Name: YOSHIKO UCHIDA Pay Location: 2027
i Position: 0252 TEL Hame: HUMAN RESOURCES
« View/Print Reports

FINANCIAL SPECIALIST

« Applications Menu eave Balances

Create | eave/Overtime Request iew | eave/Overtime Requests

Leave Balances as of 07/06/2013 (accurate for current timesheet - will change with each payroll
processed)

SIC: 149 VAC: 706 RHH: 0 COMP: 0

« Log Off

OCH: 0
WARNING: Timesheet hours and approved leave request hours do nof reconcile.

SCO Notice |85\ #ITF

If your time sheet does not reconcile with your leave
request, the above warning will also appear on your

time sheet.
* = 0.0

- = 0.0

Totals:

® Wwww.sco.idaho.gov, revised 7/26/13 ®25



Leave/Overtime Requests:
Accessing an Archived Request

. 0711972013
‘ T] ITI E‘ Save] |Submit] |Comments| |Reset

Topl |[Bottom| || eave Balances| [Week One| Week Twol |Overrides| | Status)

Welcome: Grover

Cost Accounting
+ Enter Time

070713 - 072001 - Pay Period: 0710772013 to 07/20/2013 Pay Date: 0810272013
Employee Name: GROVER CLEVELAND Pay Location: 3038
. View/Print Reports Position: 0263 TEL Name: PAYROLL
PROGRAM SYSTEM SPEC-#
View/Print Individual Time
 sheet gve Balances
h Create Leave/Overtime Request | |
« Lug.Off Leave Balances as of 07/06/2013 (accurate for current timesheet - will change with each payroll
processed)
SIC: 3.7 VAC: 28 RHH: O COMP: O OCH: 0

Hover the mouse over View/Print Reports and click
Week One on ‘View/Print Individual Time Sheet’ to access
archived time sheets with leave requests.

SCO Notice

v =l 0.0
v =l 0.0
v =l 0.0
v =l 0.0

Totals:
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Leave/Overtime Requests:
Accessing an Archived Request

. 071972013
-Time
Top| [Bottom

Welcome: Grover

+ Enter Time View or Print Time Sheet

O707FA3 - 075200 - Report Criterial Sort Report Type = Employee Time Sheet

Options: Pay Periods Selected = 13015
+ View/Print Reports i
Select Employee: CLEVELAND, GROVER Select Archive: Current -

« Applications Menu

Select Report Type: Employee Time Sheet ~

+« Log OfF

Select Pay Period: Pay Period: 13014 Beg/End Date: 06/08 to 06/22 Pay Date: 07/05

Period: 13015 Beg/End Date: 06/23 to 07/06 Pay Date: 07/19[E
Pay Period: 13016 Beg/End Date: 07/07 to 07/20 Pay Date: 08/02
Pay Period: 13017 Beg/End Date: 07/21 to 08/03 Pay Date: 0816 -

To access an archived time sheet, select a time period in the Select Archive drop down box.
The achieved time sheets for that time period will populate the Select Pay Period box. Click on a
pay period and click ‘Continue’ to view that time sheet.

® www.sco.idaho.gov, revised 7/26/13 ®27



Leave/Overtime Requests:
Accessing an Archived Request

. 071972013
Time
Top| |Bottom

Welcome: Grover . .
. Print Time Sheet Return to
+» Enter Time T —

Selection Screen
070713 - 07200 -

State of Idaho

= \iew/Print Reports Payroll Time Sheet

Pay Period: 0672312013 to 07/06/2013 Pay Date: 077192013
« Applications Menu Employee Hame: GROVER CLEVELAND Pay Location: 3038
PCN: 0263 PROGRAM SYSTEM TEL Name: PAYROLL
SPEC-AUTO

Batch Number: 70029

SIC: 3.7 VAC: 28 RHH: 0 OMP: 0 OCH: 0
_ Click on the ‘View/Leave Overtime Requests’ link
i i Week 1 .. i )
inside the archived time sheet.

Ti Sun |[Mon Tue Wed |Thr |Fri | Sat
CI{I:-I:i‘: 06123 |06/24 0625 06726 |06/2T7 06/28 |06/29 Totals

ACT 60 80 |80 |80 |80 40.0
Totals: | 0.0 |80 |80 |80 |80 |80 |00 400
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Leave/Overtime Requests:
Accessing an Archived Request

. 07/19/2013
-Time
Top| [Bottom

Welcome: Grover . .

. Print Time Sheet Return to
« Enter Time —_—
Selection Screen

State of Idaho
Payroll Time Sheet

070713 - 077201 -

+ View/Print Reporis

Pay Period: 06237201 ] ]

« Applications Menu Employee Name: GRGVEHi Click on the color coded status to view the request.
PCHN: 0263 PRO

« Log Off SPEC-AUTO

Batch Number:

0 PM LUNCH=1

PM LUNCH=1

SCO Notice
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Leave/Overtime Requests:
Accessing an Archived Request

Leave/Overtime Request

Cancel
Employee Name: GROVER G CLEVELAND
Pay Period: 062372013 to 07062013
Leave Summary Click ‘Cancel’ after viewing.

WVAC 07/01/2013-07/03/2013 08:00 AM - 05:00 PM LUNCH=1
WAC 07/05/2013-07/05/2013 08:00 AM - 05:00 PM LUNCH=1

Week 1
Time Code Sun Mon Tue Wed Thu Fri Sat Total
06/23/2013 06/24/2013 06/25/2013 06/26/2013 06/2T/2013 06/28/2013 06/29/2013
0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0
Week 2
Time Code Sun Mon Tue Wed Thu Fri Sat Total
06/30/2013 07/01/2013 07/02/2013 07/03/2013 07/04/20413 07/05/2013 07/06/2013
WVAC 8.0 a.0 a.0
WVAC a.0
0.0 a.0 a.0 a.0 0.0 a.0 0.0 32.0
TAKING TIME OFF TO CAMP OVEE THE
HOLIDAY .
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Thank You for Participating!

If you have additional questions that were not included in this online
session, please utilize the following options:

» Access the help button in I-TIME
« Contact your local payroll office or
 E-mail the DSP Help Desk at dsphelp@sco.idaho.gov

* For questions regarding this PowerPoint or for training needs,
please contact dsptrainer@sco.idaho.gov
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